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Pabouas nporpamma yueGHON AMCHUILUIMHBI pa3paboTaHa Ha ocHOBe PDejepaabHOro roCy1apCTBEHHOIO
00pa30BaTeNLHOTO CTaHAAPTA CPEAHEr0 MPo(ecCHOoHANBHOr0 00pa3oBaHus, yTBepKaeHHoro [Ipukazom
Muno6puayku Poccun ot 13.08.2014 Ne 1001 mo cmemuanbHOCTH, ¢ YYeTOM  IPOQECCHOHAIBHOTO
cranzaapta «lIporpammuct», yreepaxaennoro Ilpukazom Muntpyzaa Poccun ot 18.11.2013 Ne679H.

KOJI HAMMEHOBaHHUE CNeNNATbHOCTH
09.02.05 [Tpuknagnas uabopMaTHKa (10 OTPACIISIM)
(mporpaMma moJAroToBKM CNeMAJTUCTOB CPeHEero 3BeHa)
Pa3paborunku
damuniusi, MMsl, 0TYECTBO YdeHas creneHsb (3BaHue) J0I3KHOCTh
[kBannpukanuonnas kareropus|
1 | CaOypkuna JI.B. [IpernogaBarenb — BHYTPEHHHIA
COBMECTHUTEIb
2
3
Paccmorpeno Ha 3aceannu MO (ITHK): o6menpodeccnonanbHbIX 10 CHHILIHH
DamMuIust, UMsi, 0TYECTBO Nara 3acenanus MK Ne mporokosa
pykxoBoauteas INIK
1 | dy6poBckux Enena 29.08.2019 10
HukonaeBna

CorJiacoBaHo Ha 3aceJaHUH HAYYHO-METOMYECKOr0 COBETA
Hara 3acenanuss HMC Ne nporokoaa
30.08.2019 1
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1. MACITIOPT
pado4eil NporpaMMbl Y4eOHOM JUCHUIIIAHBI

OI1.04 TokymeHTaIlMOHHOE 00€ecTieueHre yIpaBIICHUS

1.1. O61acTh NpUMeHeHUs1 padoyeil MPOrpaMmMbl y4eOHOH TUCITATNIIMHBI

PabGouass mporpamMma y4ueOHOW JUCHMILTUHBI SABISETCS YacThlO MPOTPaMMBbI
NOJATOTOBKHM CHENUAIUCTOB cpeaHero 38eHa B coorBeTcTBuu ¢ ®I'OC CIIO

no criermanbHocTH | 09.02.05 [Tpuxnannas napopmaTka (IO OTPaCIIM)

yKpynHeHHou rpynisl cnenuanbHocted | 09.00.00 Nudopmaruka "
BbIYHCJIUTEIbHASI TEXHUKA

1.2 Mecto  y4eOHOHi  JUCHMIUIMHBI B  CTPYKTYpe  OCHOBHOM
npogdeccuoHaIbLHOM 00pPa30BaTEIbHON MPOrPAMMBI
JlanHast yueOHasi TUCIUIUIMHA BXOAUT:

B 00s13aTebHyI0 YacTh nukios [IIICC3 [IpodeccnoHaIbHBIN ITUKI

B BapHaTUBHYIO YacTh 1ukIioB [ITICC3 -

1.3. leau u 3agaun y4eOHO TUCHMILUIMHBI — TPeOOBAHUS K pe3yJibTaTam
OCBOCHMS JUCHHUILINHBI:

Heab AMCUUIIMHBI:

3anauu IMCIUILJIMHBI:

B pe3ynbTaTe ocBoeHUs Y4eOHOW JUCITUTUIMHBI 00YYAIONTUICS JOJIKEH YMETh:

=

0(OpMIISITH TOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30#, UCIIONB3YS
UH(GOPMAITMOHHBIE TEXHOJIOTUH;

OCYIIECTBJISITH aBTOMATU3AIMI0 00PaOOTKH TOKYMEHTOB;

YHU(DULHUPOBATH CUCTEMBI TOKYMEHTALlUU;

OCYIICCTBJIATh XPaHCHUC U ITIOUCK JOKYMCHTOB,

ok own

UCTIONb30BaTh  TEIIEKOMMYHHMKAIIMOHHBIE  TEXHOJOTHHM B DJIIEKTPOHHOM
JOKYMEHTO000pOTE.




B pe3ynbraTte ocBOeHUS y4eOHOM TUCIUIIIMHBI OOYYAOIIUICS TOJKEH 3HATh:

1. MOHSITHUS, TIEJH, 1IN, 3a7a91 U IPUHITUIIBI IeTIOTPOU3BOICTBA;
2. OCHOBHBIC TTOHSTHUS JOKYMEHTAIIHOHHOTO 00€CTICUCHUS YITPABJICHIS;
3. CHUCTEMBI IOKYMEHTAITMOHHOTO O0ECTICYCHUS YIIPABIICHUS;
4, KJIaCCU(UKAINIO TOKYMEHTOB;
S. TpeOOBAHMSI K COCTABIICHUIO U O(POPMIICHUIO JOKYMEHTOB;
6. OpraHu3aliio  JOKyMEHTOoOOpoTa, mpueM, o0paboTKy, perucTpalluio,

KOHTPOJIb, XpaHEHUE IOKYMEHTOB, HOMEHKJIATYpy JEJI.

1.4. PekomeHnayeMoe KOJIHYECTBO YACOB HA OCBOEHHE MPOrpaMMbl yueOHOM
AUCIHUNJIMHBI:
MaKCUMaJIbHOW y4eOHOM Harpy3ku 00y4aromerocs 63 | 4acoB, B TOM 4YHCIIE:
00s13aTeNbHON ayAUTOPHOUN yueOHOM Harpy3ku oOydaromierocs: | 42 4acos,
CaMOCTOSITeNIbHOM paboThl oOyyatomierocs | 21 4acoB.
2. CTPYKTYPA U COJAEP)KAHUE YUYEFHOM JTUCITUTIINHBI
2.1. O0beM yueOHOM QTMCHMILUIMHBI M BHAbI Y4e0OHOH padoThI
Ne Bup yueOHo# padoThl Oo6bem
4acoB

1 | MakcumaabHas yueOHasi Harpy3Ka (Bcero) 63
2 Oo0s13aTeIbHAS ayAUTOPHAA y4eOHAsl HArPYy3Ka (BCEro) 42

B TOM YHCJIE:
2.1 | nabopaTopHbIe 3aHATHUS HE TIPIyCMOTPeHO
2.2 | mpaKTUYECKHE 3aHSATUS 10
2.3 | KOHTPOJIbHBIE PabOTHI He npexyemoTpero
2.4 | kypcoBas pabota (IIpOeKT) (eciu npedycmMompeHo) He mpezycMOTpeno
3 | Camocrositennas pa6ora o6yuaromerocs (Bcero) 21

B TOM YHCJIE:
3.1 | BHeayauTOpHAas CaMOCTOSITEIbHAS paboTa 21

| MtoroBasi aTrecranms B hopme 3auera




2.2. TemaTH4eckuii IJIaH U cojiepKaHMe Y4eOHOM N CIUTIHHbI

OI1.04 JloxymeHTallmOHHOE 00eCICYeHNE YIIPaBICHHS

HaAaMMCHOBAaHHE JUCIHUIIJIMHBI

Homep pa3nenioB u Tem, HaunmMeHoBaHMe pa3/iejioB U TeM Oo0wem uacoB Yposenn
KOJ, HHAeKc GopMupyeMbIX Copep:xanue yuedOHOro MaTepuasa; JadopaTopHblie padoThl H NPAKTHYECKHE 0CBOCHMIH
KOMIIeTeHIH M 3aHSATHS; CAMOCTOSITE/IbHAs padoTa 00y4alomuxcs; KypcoBasi padbora (IIpoeKT)
1 2 3 4
Paznen 1. BBeneHue B JOKYMEHTAIMOHHOE 00ecTeYeHNe YIPaBJIeHUs 9/1+6
Tema 1.1. IousiTHS, eJH, 327a4H JeJONPON3BOACTBA 5/1+2
Copep:kanne yueOHOTO MaTepuala 5
1 Ponp nenonpon3BoCcTBa B OpraHU3alliy yIpaBIeHUs 1
2 enu, 3agaun, TPUHITUIIBI ASTOTPOU3BOJICTBA 1
3 CBs13b € IPYTUMU JUCLUILUTMHAMU 1
4 3HaueHHE TUCIUILTHHBI «/{OKyMEHTaIlMOHHOE 00eCcTIedeHIe YIPABICHUS JUIS 1
CHENHANHCTOB JII0O0T0 MpodUIIs
5 CocTaBHbIE YaCTH JICIIONPOU3BOJICTBA: JIOKYMEHTUPOBAHUE, TOKYMEHTOO0O0POT, 1
JIOKyMEHTAIIMOHHOE 00eCTICUeHHUs YIPaBIICHUSL.
KonTponeHbie paboThl 1 2
CamocTosiTenpHas pabora [Touck w aHanm3 wHGOPMAITHH O KITACCU(PUKAITUHN TOKYMEHTOB IO 2 2
o0yyaromuxcst pa3HbIM MPH3HAKAM
Tema 1.2. OcHOBHbIE NOHSITHSI JOKYMEHTAHOHHOTO 00ecneueHusl YIpaBJIeHHsI 2/0+2
Conepxanue yueOHOro Marepuana 2
1 OnpeneneHne TOKyMEHTa C MO3ULMM yIpaBIcHHS 1
2 PexBU3UTHI JOKYMEHTA 2
3 KOpunuyeckas cuia JOKyMeHTa 1
4 CocTaBHBIE YacTH JJOKyMEHTA: 3ar0JIOBOYHAsI, OCHOBHAsI, 0()OPMJISIFONIIAsl YaCTH 1
5 NudopmanmonHo-cripaBogyHOe o0ecrieueHne MPeANpUsITHS KaK BaKHEHIIee yCIOBHE ero 1
(YHKIIMOHUPOBAHUS
6 Knaccudukanms J0KyMEHTOB 110 Ha3HAYEHUIO, COJICPKAHUIO, TPOUCXOXKICHHIO, HOCUTEISIM 1
UH(OpMaLINH, 110 BUJIAM JICSTEIbHOCTH MPEAIPUSITUS
CamocrosTensHas padoTta [ouck u ananu3 uadpopmanyuu 06 yHU(YHUKALUN JOKYMEHTOB 2 2
00yJaronmxcst
Tema 1.3. CucTeMbl JOKYMEHTANMOHHOTO 00ecnevyeHUs1 YNPaBJIeHUs 2/0+2
CopepxaHue yueOHOIro Marepuaa 2
1 Enunas rocygapcTBeHHas CHCTEMa JOKYMEHTAIIMOHHOTO 00eCIeUeHHUs YIIPaBIICHUSI 1
2 ["ocynapcTBeHHbIC YHH(DUIMPOBAHHBIE CHCTEMBI JIOKYMEHTALIUH 1




3 | Vuudukanus u cTaHIapTH3aIMs KAK METOJIB! COBEPLICHCTBOBAHHS TOKYMEHTOB. 1
CamocrosTenpHas pabora [Tonck B MHTEpHET - pecypcax YHUPHUITPOBAHHBIX (HhopM 2 2
oOygaronxcs JIOKYMEHTOB
Paznen 2. Od¢opmiteHne TOKYMEHTOB 12/2+10
Tema 2.1. TpedoBanus K 0(pOPMIIEHHIO M COCTABJIEHHIO 2/0+4
Copep:xanne yueOHOTO MaTeprala 2
1 HopmartuBHo-MeToqMuecKast 6a3a JOKYMEHTAIIMOHHOIO 00€CIIeUeHNUs YIPABICHUs 1
2 Tpeb6osanus u conepxanne 'OCT P 6.30 -2003 «YHUPUIIMPOBAHHBIE CHCTEMBI 1
JokyMmeHTanuu. CrcremMa opraHU3alMOHHO-PACIOPSIINTEIbHON JOKYMEHTAIINH.
TpebGoBarns kK 0(OPMIICHHIO JOKYMEHTOB)
3 «IlepeyeHb TUIIOBBIX YIIPABICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOLIMXCs B IPOLECcCe 1
ACATCIIBHOCTU I'OCYJAPCTBCHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUA U
OpraHM3alMi, C yKa3aHHeM CPOKOB XpaHeHHs"
CamocTosiTenpHas paborta OdopMIieHre 0TYETHOTO MaTepHana 1o MpakTUIecKoi paboTe. 4 2
oOyJaronxcs [Mouck naPOpManny 06 0coOEHHOCTAX 0hOPMIICHHUS
KOPPECTIOHICHIIUH
Tema 2.2. OdopmiteHne 1eJ10BOIi KOppeCIOHACHIH 2/0+2
Copnepxanue yueOHOro Marepuana 2
1 IlonsiTHE M CYIIHOCTH JENIOBOM KOPPECTIOHACHIINN. BUIBI KOPPECTTOHAEHIINY Ha 1
NPEAIPUATHN, HA3HAYCHUE NIEPENUCKH, PEKBU3UTBL, YUET U XPAHCHUE
2 Iepenvicka — oJTHa U3 OCHOBHBIX (POpPM KOppECTIOHACHIINU 1
3 O06s13aTenbHbIe PEKBU3HUTHI 1
4 VYder u XpaHeHue NepenucKu 1
CamocrosTensHas paboTta OdopmieHne 0TYETHOTO MaTepHala 1o MpakTHIeCKon padoTe. 2
oOyuaronuxcs [Mocrpoenne cxembl «Kiaccudukaiuss KOPpECTIOHICHIINH B
OpTaHu3aluny
Tema 2.3. IIpaBuia opopMieHusi OpraHu3alHOHHO-PACIOPSAUTEIbHON JOKYMEHTAIlUH 4/2+4
Copnepxanue yueOHOro Marepuana 4
1 Bupl opraHuzalinoHHO-pacnopsAMTENIbHON JOKYMEHTAINH: 1
2 Opranu3aliioHHO-TIPaBOBasl JOKYMEHTALIUS 1
3 PacniopsaurenbHasi JOKYMEHTAIMsl, CO3JaBaeMasi Ha OCHOBE eIMHOHAYaJIUsI 1
4 JIOKyMEHTHpOBaHHUE OESITENbHOCTH KOJUISTHAIBHBIX OPraHOB 1
5 WHdopMaIimoHHO-cITpaBoYHas ¥ aHAJTMTHYECKas! IOKYMEHTaIHs 2
IIpakTHueckue 3aHATUS ITocTpoeHre MakeTa JOJKHOCTHOM MHCTPYKIIUH 2 2
OdopmiteHne mpuKasa o OCHOBHOH JESITETLHOCTH 2
[locTpoeHne MakeTa MPOTOKOJIA 2
CamocrostensHast pabora | OdopmileHHE OTYETHOTO MaTepraa 1o MpakTH4ecKuM padboTam. 4 2

00yJaronmxcs OdopmiieHre BBITTMCOK U3 MTPUKA30B U MPOTOKOJIOB
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Tema 2.4. JlOKyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOIECHHU I 4/0+0
Copeprxanne yueOHOTO MaTepuala 4
1 [Tpasuia ohopmMIIeHHS MPUKA30B I10 JITYHOMY COCTaBY 2
2 YaudunupoanHbie GOpMbI MPUKA30B 110 JUIHOMY COCTaBY 1
3 [TpaBuna oopmieHus 3asBiaeHuUs, pe3tome, aBToonorpaduil, XapaKTepUCTHUK. 1
Paznea 3. Opraan3anusi JOKYMEHTAIMOHHOTO o0ecnevYeHus YnpaBJeHus 11/7+5
Tema 3.1. Opranu3anusi J0KyMeHT0000poTa 6/2+2
Copep:kanne yueOHOTO MaTeprala 6
1 Opranuzanysi JOKYMEHT0000poTa, TOKYMEHTOIIOTOKH, UX BUJIBI 1
Opranu3zaiysi ¥ ynpaBJieHHe JOKYMEHTOIIOTOKaMH.
2 Texnonorus npuema, 06pabOTKH, pEruCTpanys U HHISKCHPOBAHUS TOKYMEHTOB 1
KOHTpOJb UCTIOJTHEHHS IOKYMEHTOB
3 CucremaTu3aiiysi TOKyMeHToB. HoMeHKIaTypa nel. 1
4 ®opMupoBaHHe 7T B 1€TIONPOU3BOCTBE 1
IToaroToBka TOKYMEHTOB K apXUBHOMY XPaHCHHIO.
[IpakTHyueckre 3aHATHS OpraHu3anys u ynpaBJieHne JOKYMeHTo000poTa 2 2
Knaccudukarus 1okyMeHTOB. Perucrpaiiysi JOKyMeHTaIUN 2
CamocTosTenbHas padora OdopMiIeHHE 0OTYSTHOTO MaTepHaa 1o MPaKTUIeCKUM paboTaM. 2 2
o0yJaroImuxcs IMowck u aHann3 uHGOPMAIMK O TeMe «IKCIEPTH3a IEHHOCTH
JIOKYMEHTOBY
Tema 3.2. DJIEKTPOHHBIH JOKYMEHTO000pPOT 5/3+3
Copepxanue yueOHOro Marepuaa 5
1 HopmaruBHO-MeTonuueckast 6a3a 3JeKTPOHHOTO JOKYMEHTO000poTa 1
YHUUIUPOBAHHBIE CHCTEMbI JOKYMEHTAIMN
2 Opranu3zaiysi, XpaHeHHE U MIOUCK JOKYMEHTOB 1
OdopmieHne J0KYMEHTOB B COOTBETCTBUU C HOPMATUBHOW 02301 C MCIIOJIb30BaAHUEM
WH(POPMAITMOHHBIX TEXHOJIOTUH
3 Hcnonb3oBaHue TEIEKOMMYHHKAIIMOHHBIX TEXHOJIOTHIA B 3JICKTPOHHOM JIOKYMEHTOO0OPOTE 1
ABTtomaru3aius 00pabOTKH JTOKYMEHTOB
ITpakTHueckre 3aHATHs YHudumpoBaHue CUCTEM JIOKYMEHTAITUH 3 2
ABTOMaTH3a1Ms BBOJA JOKYyMEeHTOB. CO3/1aHHE U UCTIOJIb30BAHUE 2
11a0JI0HOB.
XpaHeHHE U TIOUCK TOKYMEHTOB B 3JIEKTPOHHOM JIOKyMEHTO000pOTE 2
ITepechutka cooOIeHNH TI0 AIEKTPOHHOHN OUTE 2
CamocTosiTenbHas paboTa OdopmiteHre 0TIETHOTO MaTeprala o MPaKTUIECKUM paboTam 3 2
00y HAKOIUXCS IToaroroBka k 3aueTy
3aver 2
Bceero | 42 (32/10+21)




3. YCJIOBUSA PEAJIN3AIIAU ITPOT'PAMMBI YUEBHOM JIUCHOUTLTAHBI

3.1. Tpe6oBaHUA K MUHMMAJIbHOMY MATE€PHAIbHO-TEXHHYECKOMY O0ecreyeHUIo

Peanu3amus mporpaMMbl JUCHUIUTAHBI TIPEITONIaracT HaTnInue
3.1.1 yueOGHoOro KabuHeTa uH(pOopMaTHKU, HHPOPMAITMOHHBIX TEXHOJIOTHH,
JOKYMEHTAITMOHHOTO 00ECTICUCHUs yIPaBIICHHSI,
naboparopueit nHPpopMaTUKU U UHPOPMAITUOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJOTHUH

3.1.2 3ama onbanorexa;

YUTAIBHBIN 31 C BBIXOJIOM B CE€Th VIHTEpHET.

3.1.3. O6opynoBaHue yueOHOro KabMHeTa

Ne HanmenoBanusi 00b€eKTOB M CPEICTB MATEPHATbHO-TEXHUYECKOTO [Mpumeuanus
odecreueHus

Kaouner Ne26 UndopmaTnku, HHPOPMAaIMOHHBIX TEXHOJIOT U,
AOKYMEHTAIMOHHOI0 o0ecnevyeHus1 ynpaBJieHus, JJadoparopueit
HH(OPMATHKHN U HH(POPMALMOHHO-KOMMYHUKAIMOHHBIX TeXHOJIOTHil

1. | paboune mMecTa Mo KOJUYECTBY 00YyUaIOIINXCS, 12

|I. | Texuuueckue cpejacTBa o0yyeHHs

=
~

HCpCOHaJIBHBIG KOMIIBbIOTECPHI, O6’B€I[I/IH€HHBI€ B JIOKAJIbHYIO CCTh C
BBIXOJOM B CCTH HHTepHeT

WNuTepakTrBHAs 1OCKa

MynbTUMEUIHBIN TPOEKTOP

==

KOJ'IOHKI/I, HAYITHUKHU

IIporpammHoe obecneyenue

OrnepalmoHHbIE CUCTEMBI

OducHsriii maket Microsoft Office

BexTopHbIii 1 pacTpoBblil rpaduyeckue pelakTopbl

[IporpamMMbI-apXuBaTOpHI

AHTHBUPYCHBIE TPOTrPAMMBI

Notepad++

bpaysepsl

Y4eOHo-MeTOANYECKHE MATEPHUAJIBI 110 JUCHUILIUHE

Marepuaiibl 110 TEOPETUUECKON YaCTU AUCIUIIINHBI

MaTepHaﬂm K OPaKTUYCCKUM 3aHATUAM 110 JUCHUIIIINHE

MaTepI/IaJ'H:I 110 OpraHu3anuu CaMOCTOSTEIbHON pa6OTBI

AlwN|R|=lo|Noa AN R (=(~w(N

RRIRE HIRIRIAIARARA

Komriek el KOHTPOJIbHO-OLCHOYHBIX CPEACTB

YciaoBHbIe 0003HAYCHUS
I — oemoncmpayuonnsiti sxzemniap (1 9x3., Kpome cneyuairbHo 02080PEHHBIX CYUAEs),
K — noanwiii komniekm (ucxo0s u3 peanibHoU HANOIHAEMOCHU 2PYRNbL);
@ — xomniexm 05l YPPOHMATLHOU padboOmbl (NPUMEPHO 8 08A PA3A MeHblUe, YeM NOJHBII KOMNIeKN,
mo ecmb He MeHee 1 9K3. Ha 08YX 00YUaArWUXCH);
Il — xomnnexm, HeoOXOOuMbIL 0N NPAKMUYUECKOU pabomvl 6 2pYnnax, HACYUMbI8AIOWUX NO
HeCKobKo obyuarouuxcs (6-7 3K3.).




3.2. AHOPOPMAIIMOHHOE OBECIIEYEHHUE OBYYEHUA
IlepeyeHnb pekoMeHayeMbIX y4eOHbIX M31aHuii, UHTEepHeT-pecypcos,
JAOIOJHHUTEJIbHOMN JIUTePaTyphbl

OcCHOBHbBIE HCTOYHUKH:

1. Anapeesa, B.1. [lenonpoussoactso: [Ipaktudeckoe mocodbue § u3ganue,
nepepadotanHoe — M., 3AO «busnec- mkona «MaTen- Cunresy», 2018

2. Pymbinuna, JILA. Jlenonpous3BoAcTBO: YUEOHUK IS CTY. YUpexKIAeHU cpel. mpod.
00pazoBaHusi, 00YUAIOIIMUXCS IO IOPUIMYECKUM CHEeHaNIbHOCTAM.- M.: MacTepcTBo;
Bricmias mkona, 2018

3. ®enepanbhblii 3akoH PO o1 10.01.2002 Nel-®3 «O0 anexTpoHHOM 1IUpPOBOI
MOATIUCH

4. ®enepanbublii 3ak0H PO «O06 undopmaiim, ”HPOPMAIMOHHBIX TEXHOJIOTUIX U
3amure uHpopmauu

5. Xopomesa, . Microsoft Word 2000: [Ipaktuueckuii Kypc JUisi HAUMHAIOIIETO
roJjib3oBatels - M.: O6mectBo «3Hanue» Poccun, 2017

JlonoJIHUTEIbHbIE HCTOYHUKU:

1. NenonpousBoAcTBO: Yueb. aisa Hau. ipod. oopazoanus/ E.H. bacosckas, T.A.
breikoBa, JI.M. BsnoBa u ap. - M.: [IpopO6pU3nar, 2016

2. Pymbiaun, JILA. Jlenonpon3BoacTBO: YUeOHUK IS CTY. YUpeKIeHUH cpel. mpod.
o0pa3oBaHusi, 00yUaIOIIKUXCS IO FOPUINYECKUM CIICIIHAIBHOCTAM. - M.: MacTepcTBo;
Bricmras mxomna, 2018

3.3. Yci10BHSI OpraHu3amun 00pa3oBaTeibHOI0 Mpouecca

VYyebHas [uCHUIIIMHA C 1EJpl0  oOecreueHus JOCTYMHOCTH 00pa3oBaHws,
MOBBIIICHUS €ro KauyecTBa MOXET OBITh pPEaM30BaH C MPUMEHEHHEM TEXHOJIOTHM
JTVCTAHIIMOHHOTO, DJICKTPOHHOTO M cMelanHoro ooydenus (ganee - JJOT, 20, CO).

DNeKTpoHHOE O00ydYeHHWe W JAWCTAHIIMOHHBIE OOpa30BaTEIbHBIC TEXHOJIOTHH
UCTIONB3YIOTCS B IOMOJIHEHUE K OCHOBHOMY y4eOHOMY MpoIieccy JJIs:

- OpraHu3allMi CaMOCTOSITEILHOM paboThl 00yyarommxcs (MpeaocTaBlICHHUE
MaTepHaIOB B 3JICKTPOHHOU (OpMe JIJIsI CaMOTIOATOTOBKH;, 00eCIIeueHre MMOATOTOBKH K
NMPaKTUYECKUM W JabOpaTOpHBIM  paboTaMm,  OpraHM3aIus  BO3MOXKHOCTH
CaMOTECTUPOBAHUS U IP.);

- TIPOBEJCHHS KOHCYJIbTAIlUH C HWCIIOJIb30BAHWEM PA3JIMYHBIX CPEICTB OHJIAMNH-
B3aMMOJICUCTBUS B DJIEKTPOHHO-MHGOPMAIIMOHHON 00pa30BaTENbHOM cpeie KOJIIemKa
(manee — DUOC), nanpumep, BeOMHAPOB, POPYMOB, YATOB;

- OpTaHU3aIUHU TEKYIIETO ¥ MPOMEKYTOYHOTO KOHTPOJISI 00YUAIOIIUXCS U JP.

CwmemnianHOEe 0O0yYEeHHE peaTnu3yeTcs TOCPEACTBOM:

- OpraHu3allii CKBO3HOW CBSI3W ayJIUTOpHOM paboThl ¢ pabdotoit B DUOC
KOJUIC]IKA,;

- PETYJSIPHOTO  B3aMMOJICHCTBHS TIPEMojaBaTeiss ¢ OOyYaroIIMMHUCT ¢
ucnoJib3oBanuem texnomnoruit 90 u 10T,

- pe3yJbTaTUBHOW OpraHM3aIlid CaMOCTOSITCIIBHONW pabOThl 00ydYaromierocs ¢
OIICHKOM Ka)KJ0T0 BUJIA JIEATCILHOCTH 00yYaroIIerocs;
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- OpraHu3alMi TPYNIOBOM ydeOHOU nesrenbHOCTH oOywatouuxcs B OMOC
KOJUIEDKA.

OCHOBHBIMH CpPEJICTBAMH, HUCIIOJIb3YEMbIMH JIJISl PeaTu3allii JaHHBIX TEXHOJIOTHH,
SBJISIIOTCSL:

- Cucrema noaziepkku yueoHnoro npouecca ['BIIOY "Kypranckuit
nelaroruueckuil kowiemk", GyHKnuoHupyromas Ha miardpopme Moodle, pexxum
nocryma: do.kpk.kss45.ru.

— OnektponHass Oubmuorexka ['BIIOY «Kypranckuil mnenarorunyeckui
KOJLUIEIK», peskuM goctyma: https://do.kpk.kss45.ru/course/index.php?categoryid=26

— dainoBelii  apxuB, pexuMm goctyna:  https:/kpk.kss45.ru/yueoHasi-
paboTa/ANCTaHIMOHHbIC-TEXHOJIOTUH/PanaoBklii-apxuB.html.

— TeamViewer - mporpamMMHOe OO€CIICUCHHE I YAAJIEHHOTO KOHTPOJISA
KOMIBIOTEPOB, 0OMeHa ¢aitnamMmu, BUACOCBI3U U BeO-KOH(DEPESHIIHA.

— Skype.

[Ipu npoBeeHNN MHIUBUTYAJIBHBIX TUCTAHIIMOHHBIX 3aHATUN U 3aHATHIA B MaJIbIX
rpynmnax MCHOJIb3YIOTCS HOYTOYKH C CEHCOPHBIM 3KPAaHOM, MO3BOJISIOLINE BBITOJIHATD
JAr00bIE 3allMCHU Ha 3KpaHe ¢ MOMOILIbI0 cTuiyca. g npoBeAeHHs OHJIANH-3aHATHI C
OONBIION ayAUTOpUEH OOydYarommxcs 00OpyAOBaHbl KAaOWHET OHJIANMH-OOYYEeHHS H
KOH(epeHI-3aJl.

4. KOHTPOJIb 1 OLHIEHKA
PE3YJIbTATOB OCBOEHUS YYEBHOM JUCHUILIUHBI

Kontpons u olleHKa pe3yJbTaTOB OCBOEHUS  Y4EOHOW  JAUCIUILIMHBI
OCYILIECTBIISIETCA MPENOAABATEIIEM B IMPOLECCE MPOBEACHUSA MPAKTUYECKUX 3aHSATHUM,
TECTUPOBAHMS, 3au€Ta, a TAKXKE BBIMOJHECHUS OOYYAIOIIMMUCS WHIMBUIYATbHBIX
3aJIaHUU.

Ne Pe3yabTathl 00yueHust DopMBbI U METObI KOHTPOJIA U
(ocBOCHHBIC YMECHUS, YCBOCHHBIC 3HAHMSA) | OLCHKH Pe3y/JbTAaTOB 00y4YeHUs
OcBoeHHBbIE YMEHHS 3amura B popMe yCTHOTO OTBETA

CJIEAYIOIIMX MPAKTUYECKUX padoT
(BOIpOCOB HE MEHee 5, OlleHKa
pe3ysIbTaTOB 00yUEHUs - 3a4eT):

oQopMIATh OKYMEHTAlMI0O B COOTBETCTBUH ¢ | -OdopmieHne peKBH3UTOB U
HOPMATUBHOM 0a30ii, MCMoyb3ys MHPOPMALMOHHBIE | (OPMYISPOB TOKYMEHTOB
TEXHOJIOTUH; -Odopmienue ucxopsien
KOPPECTIOHIEHIIH

-Cocrtapnenue u opopMieHHE
CITy>K€OHBIX 3aITUCOK, CIIPAaBOK
-OdopmiteHne MpUKa30B MO JTUIHOMY
COCTaBY C MPUMEHEHUEM MPHUKIIATHOTO
MIPOTPAMMHOTO 00€CTICUeHUS

OCYULIECTBIISITh aBTOMAaTH3alIMIO 00paboTku | ABTOMaTHU3aIMs BBO/Ia JOKYMEHTOB.

JIOKYMEHTOB; Co3nanye ¥ UCIIOJIb30BaHKE Ia0JI0HOB

YHU(PHUITUPOBATH CHCTEMBI IOKYMEHTAIIUH; YuudunupoBanue cucteMm
JIOKYMEHTAIUU

OCYIIECTBJISITh XPAHEHUE U MOUCK IOKYMEHTOB; -Opranusanus 1 ynpablieHUe
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https://do.kpk.kss45.ru/course/index.php?categoryid=26
https://kpk.kss45.ru/учебная-работа/дистанционные-технологии/файловый-архив.html
https://kpk.kss45.ru/учебная-работа/дистанционные-технологии/файловый-архив.html

JOKYMEHT0000poTa
-Perucrpanus nokymeHTamu

HCIIO0JIB30BATh TCIICKOMMYHUKAIIMOHHLIC TCXHOJIOT'MH
B 3JICKTPOHHOM I[OKYMCHTOO60pOTe.

-ABTOMaTI/ISaLII/ISI BBOJa JOKYMCHTOB.
Co31aHue 1 UCTOJIb30BaHUE MAOIOHOB.
-XpaHeHI/IC " IIOMUCK JOKYMCHTOB B
AJIEKTPOHHOM JOKYMEHTO000POTE
-Ilepecbiika cooOuieHu# 1O
AJIEKTPOHHOM T0YTE

YcBoeHHBIE 3HAHUSA

PediTuHT 3HAHMI, COCTaBICHHBIM Ha
OCHOBE TECTOBOT'O KOHTPOJISI
(konmm4aecTBO BOIpocoB He MeHee 10,
MUHHMAJIbHOE KOJUYECTBO MPABHIIBHBIX
OTBETOB HE MEHEee 7, OIICHKA
pe3yabTaTOB OOYYEHHS — 3a4€T, TECTHI
cocTaBiieHbI B 000J0uke «[lo3HaHuEY):

MOHATHS, LW, LEJIH, 3ada4d W  [PUHLUIBI
JIEJIONPOU3BOICTBA;

-TecToBbIll KOHTPOJIb 3HAHUH TIOHATHH,
LeJIel, 3aJa4i, IPUHLIUIIOB
JEJIONPOU3BOACTBA

OCHOBHBIE HOHSTHS JTOKYMEHTAIIMOHHOTO
oOecrnieueHus yrnpaBIeHUS;

-TecToBrIit KOHTPOJIb 3HaHWH OCHOBHBIX
MTOHATHH AOKYMCHTAIITUOHHOTI'O
obecreyeHus YIpaBJICHU

CHCTCMBI AOKYMCHTAIITUOHHOTI'O oOecreuycHus
YIpaBJICHU,

-TecToBbIll KOHTPOJIb 3HAHUH O
CUCTEMAaX JOKYMEHTALIMOHHOTO
oOecrnieueHus ynpaBIeHUs

KHaCCH(bHKaHHIO AOKYMCHTOB;

-IIpakTuueckas padbora
«Knaccudukanus 10KyMEHTOB.
Perucrpanus nokymeHTanum»

TpeOOBaHUSI K COCTaBICHUIO H  O(OPMIICHHUIO
JIOKYMEHTOB;

[IpakTuueckue padboOThI IO TEMaM:

- [TocTpoenune MakeTa JOJKHOCTHOM
WHCTPYKIIUY;

-OdopmieHue mprkasa mo OCHOBHOM
NeSTeTbHOCTH;

-IlocTpoeHue makera NpoTOKoJIa;

OpTaHHU3aIII0 JOKYMEHT0000pOTa, IpHeM,
00paboTKy, pEerucTparuio, KOHTPOJIb, XpaHEHUE
JIOKYMEHTOB, HOMEHKJIATypy JAedl.

[IpakTuyeckue paboThI IO TEMaM:
-Opranusanus 1 ynpasjieHue
JIOKyMEHTO000pOTa;
-Knaccuduxanus 10KkyMeHTOB.
Perucrpanus JOKyMeHTaIH
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